COVER LETTER SCORING RUBRIC (Rev 3/2013)
Coastal Carolina Community College Career Services

NAME_____________________________________CLASS__________________DATE______________
Format (0=Acceptable, -1 Needs Minor Revision, -2 Below Standard, -3+ Unacceptable)
1. The cover letter is properly formatted with even margins.
2. The return address and company address are properly presented.

3. The date is current at the top.

4. There is an opening paragraph and at least 2-3 additional paragraphs outlining KSAs relevant to the position sought.

5. There is a proper closing using Sincerely, Respectfully, or another professional closing.

6. Enclosures are properly noted. (as applicable)

7. There is no unused or wasted white space within the document.
8. All sections are single spaced within paragraphs and double spaced between paragraphs except for the closing which is quadruple spaced to allow room for a signature.

9. There are no bullets in the cover letter.

10. The position being applied to is mentioned in the first sentence and clearly defines which position with which company including a position number (as appropriate).

Content (0=Acceptable, -1 Needs Minor Revision, -2 Below Standard, -3+ Unacceptable)
1. The first paragraph serves to persuade the employer to want to read further by specifically emphasizing either key points of the job seeker’s work experience, education or history relevant to the position.
2. Key words or phrases are used throughout the document to draw attention to unique qualifications that are above and/or beyond the minimum requirements for the position.

3. The content contains some résumé details but also includes soft skills relevant to how the applicant’s personality and work ethic fits the position (at least 1 attribute mentioned).

4. The content goes beyond just stating required KSAs and attempts to offer at least one or more examples to support statements about qualifications.

5. Paragraphs clearly show a progression of experience using concise statements without being overly wordy or too short (sketchy or vague).  All content relates to the position being sought.

6. There are no cliché or dated phrases or terms and no contractions.
7. The content attempts to interest the reader throughout the body with relevant details without referencing the résumé specifically (no see résumé or as you can see from my résumé type remarks)
8. There are no noticeable punctuation mistakes/capitalization issues, or misused words.

9. Grammar/subject –verb agreements are properly formed.
10. Applicant attempts to vary sentences to avoid overusing personal pronouns.
FATAL ERRORS (Any errors here deem the cover letter to be unacceptable (and/or those added by the instructor for grading purposes) (0=Acceptable, all other point deductions are Unacceptable)
1. Spelling Errors!
2. Using negative language or divulging negative information about your candidacy.
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